
TIP: SUMMARIZE OR FILTER DATA BY UPN 
USING HIERARCHY FOR FUNDS CENTER  
Note: This method does not work with Labor and Travel money. 
 

Example 
 

WITHOUT HIERARCHY WITH HIERARCHY 

 

 

 
Step 1: Activate the Hierarchy 
Left click on the Funds Center title in the Navigation block to display the Enhanced Menu.   
Select Activate Hierarchy. 
 

 
 

 
 

Left click the 
Funds Center title 

 to display the 
Enhanced 

Context Menu 

From the  
Enhanced Menu, 
Select Activate 

Hierarchy  



SUMMARIZE OR FILTER DATA BY UPN 
USING HIERARCHY FOR FUNDS CENTER (continued) 
 
Step 2: Filter Data as Needed 
Select filter values for Funds Center. Uncheck the overall FUNDS CENTER HEIRARCHY and expand at 
Agency level to select the appropriate UPNs. 
 

 
 

 
 

 

 
 

 
 

Select the 
Filter Icon 
for Funds 
Center 

Uncheck 

Expand 

Scroll down the list and 
select all UPNs to be 

displayed in the report

Transfer when 
done making 

selections 



 
SUMMARIZE OR FILTER DATA BY UPN 
USING HIERARCHY FOR FUNDS CENTER (continued) 
 
Step 3: Modify the Properties as Needed 
 

 
 
 

Warning/Tip:  Trying to change the Display property after the Hierarchy 
has been activated does NOT always work.  Recommend changing the 
Display property PRIOR to activating the Hierarchy. 
 

Modify the Default Expansion level 
for the Hierarchy Display 

Modify to display Key and Text, 
Text Only, etc. 

Modify to display Key and Text, 
Text Only, etc. 


